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Requesting Agency _ , , 

DEPARTMENT OF FINABCS 
2. Division or Bureau of Requesting Agency 

Director's Of floe 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation is . antici

pated. Records have ceased to have value 
to warrant retention. 

a Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm ond destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
land Board of Public 
Works. 

1. 

2. 

LEQAL OPIMIOSS 
Datest 19$Q 
Sleet Letter-siee 
Quantity* 1 lie drawer 
File Arrangements Chronological 

This file contains the original opinions prepared by the County 
Attorney or the Attorney General on natters concerning taxes, 
assessments, bonds* and other (Legal opinions prepared in connection 
with bond issues are filed in the Bond File - Item 1» of this sched
ule) • These opinions are constantly referred to and should be re
tained permanently* 
KEOOMMEHDATIOHi BEIAZN PEBX&MENTLT. 
FINANCIAL REPORTS, AUDITS. AND BUDGETS 

Dates t 1̂ 32 - -
Quantity! $ file drawers 
Annual Aceumulatient Negligible 
File Arrangemnntt Chronological 

This file is composed of the following records, printed or type
script! a) County budgets) b) Department of Finance Annual 
Financial Reports) e) Copies of Appropriation Resolutions) 
d) Official copies of reports of the external and internal audi
tors) •) Audits of the several Fire Departnsnts by outside firas. 
One copy of each report should be retained permanently as the 

7. Agency, Division or Bureau Representative 

^^J^^k—^^-e^c^^y D i r e c t o r o f F inance 
Signature ~ / ~ Title 

October 3 0 , 1961 
Date 

Schedule Authorized as' Indicated in Col. 6 by Hall of 
Records Commission. ' 

Date Archivist 

DisDosol Authorized as Indicated in Col. 6 by Board of 
Public Works. 

NOV 1 3 1961 

Date Secretary 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates,, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

official reoardj the remaining copies are considered non-record 
id.thin the meaning of the statute governing non-record material 
(Annotated Code of Maryland, 1£>7 Ed., Art* Ul, See* 179)f and nay 
be destroyed as soon as they cease to have administrative value to 
the operation of the office. 
BECCMHEHDATIGKt RETAIN PERMANENTLY ONE COPT OP EACH AUDIT, 

FINANCIAL REPORT, AND BUDGET* 
GENERAL FILES 

JJatest lSliS - -
Quantity? 10 file drovers 
Annual Accumulations 1 file drawer 
File Arrangements By subject, then chronological 
Audits Periodic internal audit} annual external audit 

These files consist.primarily of financial records, budgets, tax 
sales, Washington Suburban Sanitary Commission papers and miscel
laneous financial statements, daily analysis of tax collections, 
daily tax receipts; and daily license collections which are later 
posted to the permanent books.of account. Material having contin
uing'legal or administrative value to the operation of the office 
should be' retained until such value no longer- exists. 

I BOND FILE 

RBCOHMENDATIOHi RETAIN FOB THREE YEARS OR UNTIL AUDITED, WHICHEVER 
. IS LATERj THEN DESTROY, 

Datesi 1930 
Sizes Lsttcr-slse 
Quantity! 3 file drawers, $ boxes 
File Arrangement t By bond issue 

This £tle consists of materials relating to bond Issues! included 
a n correspondence, worksheets, bid cards, one for each bid, bids 
(Prospectus) and detailed reports for preparation of bond issue. 
Copies of the authorising resolution and legal opinion on the bond 
issue are also contained in this file. 
RECCIQffilDATIGSs RETAIN JS CURRENT FILE WHILE BOND ISSUE IS ACTIVE, 

TRANSFER TO CODKTT RECORD CENTER FDR TEN YEARS j 
THEN DESTROY. | ^ - l' 

PERSONAL BOND FILE 
Oatcst 1*30 - - t 
Sises Letter j 
Qaantltys 1 file drawer, three txansflles 
File Arrangements By name of bnndee 1 SECRETARY 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

This file is composed of personal bonds of .County employees end 
related papers Including renewals, covering letters, warrants and 
Touchers shoving payment, . 

BSCQKKBHDATIOHt RETAIN FOR THE DURATION QY* EMPLOYMENT AND FOR 
THREE TEARS THEREAFTER} THEN DESTROY. 

TAX ANTICIPATION PAYMENT FILES 
Dates* I960 
Quantity! 1 file drawer 
File Arrangement 1 Alphabetical 

This file contains papers pertinent to the recently enacted Tax 
Anticipation Ordinance which permits pre-payment of taxes in install}-
Bents and a small discount for so doing. Included are copies of 
the Ordinance, letters of instructions to the banks selling the . 
certificates, and other related material* 
RECOMMENDATION! ' RETAIN PERMANENTLY. 
CORPORATION TAX CERTIFICATIONS 7 . 

Datesi IShS - - " 
Quantityi 1 file drawer 
File Arrangement! Chronologieal 

This file consists of State Tax Commission. Fan Ho* 203 (ll" x 17") 
and is a certified list of corporations taxable In Montgomery 
Coumy. (This certification, vhich lists the taxpayer's name, 
address and assessment, is forwarded to the County which doss the 
collecting). The form is also used to prepare the tax bill and 
for -the distribution of money received. It is necessary for audit 
purposes. Ones the tax bills are prepared and thê distribntion, is ̂  
mads, there is only occasional need for the certification. 1 » w , 

\ ULAI.D P L 
RECOMMENDATION! RETAIN FOR FIVE TEARS} THEN DESTROY. 
TAX COLLECTION SUMMARY 

Oatest 19U0 - -
Quantity! 1 file drawer 
File Arrangement! Chronological 
Audit! Annual external audit} periodic internal audit 

This tmnunbered ledger sheet (ilw x lh") Is prepared Monthly to 
summarize tax collections. The sheet is line numbered for date and 
shows type and amount of tax collected on each date. It Is pro-
pared froul the Daily Analysis of Tax Collections from the office 
of Revenue and Disbursemant. The summary is used as a monthly 
checkout made v lth IBM records and is necessary for audit. 

RECOMMENDATION! RETAIN FOR THREE YEARS OB PITH AUDITED, WHICHEVER 
IS LATER} THEN mSJOUTT 

SECRETARY 
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5. Description of Records 
Describe records accurately. Include title,- form number, size of documents, 
work' or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

9 . 

10. 

u . 

MONTHLY TAX ANALYSIS 

Driest W > - -
Quantity) 1 file drawer 
File Arrangement! Chronological 
Auditt Annual external audit) periodie internal audit 

This is a monthly statement of all tax collections and refunds* Itj 
Is a two-page unnumbered form (81" x ll*1) prepared from the Monthly! 
Tax Collection Summary (Item 8) and the Tax Refunds and Overpay
ments. (Item 10) • Information on this fbra is posted to the 
Ledger in the Bookkeeping Department. 

RECOMMENDATION! RETAIN FOB THREE YEARS OR UNTIL AUDITED, WHICHEVER] 
IS LATER} THEN DESTROY. 

TAX REFUNDS AMD OVERPAYMENTS 
Dates! 1 9 U 0 -
Quantityt 2 file drawers 
File Arrangement! Chronological 
Anditi -Annual external audit} periodie internal audit 

This is a worksheet in f f t 1" m"' pad form and lists daily each 
refund or overpayment and shows distribution of same. This work
sheet Is used la preparing the Monthly Analysis for tax collections] 
(Item 9 ) * Filed with the worksheets are the pink copies of the 
refund voucher. 

BSOOMHBHDATXOBt RETAIN FOB THREE YEARS OR UNTIL AUDITED, WHICHEVER] 
IS LATER} THEN DESTROY. 

STATISTICAL W0ML3MKKTS 
Dates! 1930 . . 
Sisei 8J»IUJ« 
Quantity! h file drawers 
File Arrangement! Alphabetical by subject 

Thus worksheets relate to statistics concerning the various func
tions of the Department. The statistical studies or suryeys7a£e~~7~ 
made on request. In summary form, these worksheets have - some ccn-i 
tinning value. 
RECOMMENDATIOSi RETAIN THREE YEARS AFTER COMPLETION OF STUDY 1 

! NOV 1 3 1 Gl 



F O R M H R - R M 
( 8 . 8 0 ) 

Hall of Records 
Commission 

l A RiwOEST FOR RECORDS RETENTION SCHEDULE 
(Continuation Sheet) 

SCHEDULE^. 2 2 8 
NO. 
PAGE 
NO. 5. 

4. 
item 

5. Description of Records 
Describe records accurately. .Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

12. CORRESPONDENCE 
Datesi 19$6 
Quantity* $ Tils drawers 
Annual Accumulation! 1 file drawer 
File Arrangements Alphabetical by subject 

This file oontalns correspondence with banks with which the 
County does business, Ihe Board of Education, Financial Advisory 
Committee, professional organizations, audit firms, other County 
departments and the public* Also included are a chronological 
reading file, copies of internal audit reports, and correspondence 
concerning the Police Retirement Fund, and State Road and School 
Loans* ~ The recommendation below dees not apply to folders marked 
"Permanent FUe N which are to be retained in the office* 
RECOMMENDATION* RETAIN FIVE TEARS (THREE TEARS IN OFFICE AND TWO 

TEARS IN COUNTY RECORD CENTER)}THEN DESTROY 


